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ABSTRACT  
In today’s highly contested political arena, public institutions need to efficiently and effectively 
manage records in accordance with international standards (ISO 15489). This paper seeks to 
analyse and examine the current status of the South African Strategic State Office records 
management practice in order to determine the extent of alignment with international records 
management standards and best practices. The qualitative research approach was applied to 
collect data, descriptive content analysis analyse and interpret the findings. Primary data was 
collected through the means of face to face semi-structured interviews and the respondents of 
this study are the records managers in a South African Strategic State Office. The results suggest 
that the South African Strategic State Office current records management practices are 
inadequately aligned to the international records management standard and best practices 
because the practices are below the set requirement. 
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1 INTRODUCTION 
In today’s business world, records have become a strategic resource which organisations can 
rely on in order to complete their daily work and activities to meet their goals and objectives. 
Organisational records are said to be a strategic source to ensure an improved decision making 
process, business continuity and organisation’s performance (Adzido, Agbanu & Tagbotor, 
2015) and (State of Florida, 2009) . The role of records management has gained more 
recognition due to a rapid increase of information as one of important organisation’s source of 
competitive survival. Managing records have become a vital task for every organisation 
whether in the public or in the private sector (Makhura, 2005). 
Records are increasingly being recognised as vital assets that organisations can use for effective 
decision making, transparency and accountability (Ngulube, 2001: 155-179) and (Sherperd & 
Yeo. 2003: 12). Healy, (2005) and Healy, (2010), explains that, the International Standard 
Organisation (ISO) define records management as a field of management that deals with the 
efficient and systematic control of the records from creation, maintenance, use and disposal. 
Therefore, records management practices should be aligned with the ISO practices to ensure 
compliance and good governance (Kalusopa & Ngulube, 20112). To ensure that an organisation 
records management practice is aligned to the ISO standard, the following documents should 
in place and enforced to employees or records management persons. Records management 
policy, procedures, guidelines, directives, security code of practice as well as transactional 
records. The ISO 15489 have some important foundational requirements that the South African 
Strategic State Office should take into consideration to ensure proper records management 
practice (Jones, 2012: 39).  
Therefore, an investigation on a South African Strategic State Office current records 
management practice needs to be conducted to find out if the Office complies with the law and 
ISO standards. The South African Strategic State Office is one of the large government 
provincial institutions which is responsible for exercising executive power to ensure that proper 
and quality public goods and services are provided to the public (Murray, 2006). In South 
Africa, according to The National Archives and Records Management of South Africa 
(NARSA), (Act 43 of 1996) all government institutions are required by the law to develop or 
establish a systematic records management practice at all levels (Ambira & Kemoni, 2011).  
This study analyses and evaluates the current conditions of records management practices in 
the State Offices to establish whether the current practices are aligned with the international 
records management standards and best practices. The findings will lead to a better 
understanding of the records management practices in the State offices and the consequence 
thereof.  
2 RESEARCH PROBLEM  
The high level of corruption and fraud in South Africa has led to a growing concern on how 
records are being used and managed in the government institutions. Although records 
management is becoming a serious problem in the government at all levels, it will be beneficial 
for the office of the state to align its records management practices with standard operating 
procedure. According to Munetsi, (2011: 06) limited value has been placed on structured 
research on the significance of the status of records management within the provincial 
departments. Therefore, an investigation into the current records management policies needs to 
be conducted to ensure that the office of the state complies with the law and ISO standards.  
2.1 AIM OF RESEARCH 
The study aims to analyse and evaluate the current records management policies and standard 
operating procedure within the office of the state.  
The following research question to be addressed by this study is and follows:  
Are the current Records Management Policies of a South African Strategic State Office 
aligned with the International Standard Operating procedures?   
The following sub-questions were formulated to address the research question:  
1. What is the current status of records management in the state office?  
2. What criteria is in place to ensure that records management is aligned with standard 
operating procedures?   
3. How aligned are the current RM policy to standard operating procedures? 
3 RESEARCH METHODOLOGY   
The qualitative research approach was applied to the proposed research. Stratified purposive 
sampling was used to select participants. Semi-structured interview schedule was used as a data 
collection instrument, from the records manager and the chief Admin Officer as the participants. 
However, the interviews mainly depend on the responded to provide data and information to 
researchers. With this regard, it was necessary for researchers to supplement it with physical 
observation to collect more data due to the limited number of records management practitioners 
in the State Office.  
3.1 Data collection tools 
Interviews scheduled and physical observation was used to collect data from the participants 
within the state office. Qualitative approaches were employed to analyse, present and interpret 
data. To support the analysis and interpretation of the data collected, qualitative descriptive 
content analysis was employed to identify the most relevant data to address the main research 
objectives. The nature of this study is of a deductive approach, this approach refers to the 
development of an assumption through the use of an existing theory and formulating the 
research to test the assumption that is led by the theory (Zalaghi & Khazaei, 2016:26). This 
approach was employed for this study as the study addressed the manner in which the South 
African Strategic State Office practices records management, with specific to the alignment of 
these practices to the International Standard Operating procedures ISO of records management. 
With the ISO being the theory.  
The deductive nature of this study based on the ISO as a theory limited the research to the 
records management department of the South African Strategic State Office. Thus, there were 
only two responds due to the fact that only two personal are responsible for the entire records 
management department. In this study, a stratified purposive sampling was used were by all 
records managers in the South African Strategic State Office were interviewed. The researchers 
were granted permission in a form of informed consent and the letter granting permission to 
conduct the study was granted. However, the actual name of the government office has been 
withheld and anonymised due to ethical consideration. Therefore, the office has been referred 
to as the “South African Strategic State Office.”  
3.2 The limitation of this study 
The limitations of this study was the population because the population was only limited to the 
South African Strategic State Office records management department. The department has 
limited staff members therefore, only a few employees represent the entire records management 
division.   
4 PRELIMENARY RESULTS AND FINDINGS 
The purpose of this section is to provide or present the analysed results identified from the data 
collected from interviews conducted on a South African Strategic State Office employees. Data 
analysis is the most important part in any study therefore, it needs to be given much attention 
at all times. It helps with withdrawing conclusions and generalisations from the collected data 
as it relates to the problem statement (Creswell, 2009: 152). 
4. 1 The current status of records management in the South African Strategic State Office 
The South African Strategic State Office deals with large volume of information on a daily 
basis in the quest to provide effective and efficient service delivery to its public. During the 
interviews participants were asked if the South African Strategic State Office do have records 
management policy in place. The participants stated that the South African Strategic State 
Office does have a records management policy in place and it is communicated to all members 
of the office to ensure that everyone is complying although some of the staff members do not 
comply with the records management policy together with the records management procedures. 
Although the participants claim that the records are being managed in accordance with the 
records management policy, it was clear that the records in a South African Strategic State 
Office are not managed accordingly as stated in the international records management standards 
and best practices. For example, during the conduct of the research there was a time when the 
records manager left the researchers at the registry unattended where the records are easily 
accessible. Yet both participant stated that “only few [authorised] people have access to our 
store room, reason being only people who are vetted are allowed to enter our store room because 
we have sensitive documents, personal documents of our all stuff members”, the researchers 
are not vetted yet they had access to the registry and were left unattended at some point.  
The participants were asked about disaster recovery plan and external storage and they 
responded by saying that the metro file system is used as a preparedness plan however the 
electronic system is not regularly used, maintained and/or updated. This raises concerns about 
the security of records in the case of disaster, therefore records can be vulnerable and easily 
wiped out, participant one (1) said “I will be lying if I can say we are using it. We use it as an 
offsite storage. It is used to ensure that in the case of fire at least we have records stored in an 
electronic format”. According to the office records cannot be kept for more than 5 days by the 
employees but the employees do not return the file within the give period, therefore compliance 
is the biggest challenge. Participant one (1) discussed that people within the office “will just 
request the file and spend more than 5 days with the file and according to the policy and 
procedure you just have to take the document for 5 days then after 5 days you have to return it 
back to the office storage”.  
4.2 The criteria that is used to ensure the alignment between records management 
practices to international records management standards and practices   
The South African Strategic State Office keeps all its records according to the approved file 
plan. According to participant one (1), “a file plan is the classification system that is used to 
classify all the records”. For example, reference numbers are being provided to each record that 
is created then stored in the registry. 
The file plan and records management policy are then communicated to the rest of the staff 
members in the office to ensure that they comply with all set records management requirements. 
However, although the file plan records management policies are being communicated to the 
rest of the stuff members the challenge is that they don’t utilise these documents. This makes it 
difficult for the office conduct smooth records management practise. The South African 
Strategic State Office file plan also state that records should be stored based on their life time. 
For example, the records that have the archival value are then transferred to the national 
archives for further storage. 
The criteria that is used by the South African Strategic State Office to ensure that its records 
management practice is aligned to the international records management standards (ISO 15489 
standards) is the use of the nationally approved file plan, the procedure manual, metro file 
system, records policy and the register. The above mentioned documents assist organisations 
to management records effectivity.  
4.3 Records management policy alignment to the international records management 
standards and best practices  
The purpose of this section was to study the records management practice in the South African 
Strategic State Office to determine whether is it aligned to the international records 
management standards and best practices. According to the international records management 
standards and best practices, there are set requirements that an organisation needs to make into 
consideration for proper records management. Proper creation, capture and management of the 
records as stated in the ISO 15489 ensure that authoritative evidence of the organisation is 
created, captured, managed and provided to those who need as long as needed. 
As far as the records management practice in the State office, some of the ISO 15489 standards 
are not met which puts the status of records management in the office into an unsatisfactory 
condition. However, the office needs to make sure that it aligns its records management practice 
to the ISO requirements. During the interview process participants were asked about measures 
that they have in place in order to keep track of the movement of records in the system. 
Participant two response to the question was that “we can’t control it; people do share 
information but what I know is that they share the information within the personnel”. This 
response actually states clearly that the office does not comply with requirement of tracking the 
movement of the records in the system. The office needs to ensure that they establish consistent 
ways of monitoring compliance and to ensure that they met the set requirements this can be 
achieved through records management audits.     
5. PRELIMENARY DISCUSSION OF THE FINDINGS  
The South African Strategic State Office faces challenges of compliance and the staff members 
find it difficult to adapt to change, this limits the office to upgrade its current record 
management system (paper-based) to a more effective and efficient electronic records 
management practice. The office should start incorporating the electronic records management 
process and encourage stuff to implement the system. Regular training can be facilitated to 
ensure that the stuff members are familiar with the electronic systems. Because the stuff 
members circulate the records this implies that the management should track the movement of 
the files as well as to make sure that the records are retained within the specified period to 
ensure accessibility and authenticity of records. The office should enforce mandatory rules 
regarding the access to records and start paying more attention on the electronic records 
management.  
The security measure is only designed to protect the actual premises of the State Office, 
however, minimal focus is on the protection of records. For example, biometrics system is used 
to access the registry. Once a person entered the registry that person has access to all records 
nonetheless access should be limited based on the nature of the record. The top management 
does not play a proactive role in ensuring that the best practices of records management are 
being implemented participant one explained that inventory is not taken seriously “they take 
registry as a dumping area; in most cases they treat people from records management for 
uneducated people; they don’t even ask about the policies and standards. The only time they 
come to the registry is when they want certain information on the records”.  The researchers 
observed that although the managers use the biometric system to gain access, records should be 
protected according to their classification, records should not be openly left in filing cabinets 
and/or merely left lying around at the registry as some of them where on the floor. 
The office should enforce mandatory rules regarding the access to records and start paying more 
attention on the electronic records management. The security measure is only designed to 
protect the actual premises of the State Office, however, minimal focus is on the protection of 
records. For example, biometrics system is used to access the registry. Once a person entered 
the registry that person has access to all records nonetheless access should be limited based on 
the nature of the record.  
6 CONCLUSION AND RECOMMENDATIONS 
This article analysed the records management practices within a South African Strategic State 
Office in order to determine whether the records are aligned to international records 
management standards. Based on the findings mentioned above it is clear the South African 
Strategic State Office still needs to do more work in terms ensuring a good records management 
practices as required by the international records management standards and best practices. 
Since the international standards requires that every institution should establish a systematic 
records management program to ensure an effective and efficient information retrieval. The 
findings showed that the records management in the South African Strategic State Office is not 
up to standards and the requirements set in the ISO 15489 are not met.  
The work-in progress nature of this research paper, outlines that further research is yet to be 
conducted in the South African Strategic State Office and other South African State Offices. 
Thus, the conclusion and recommendations outlined above are not final, due to the work-in 
progress nature of the paper.  
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